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Introduction to Annual Data Collection (ADC) Software

Indian Education for All questions have been modified from last year.
Job Codes have been added and modified to reflect requirements for Highly Qualified
teachers and paraprofessionals.
Dual Enrollment Opportunities has been added as a district level form
New staff assignment data being collected:

0 Association with an alternative education program

o Percent of FTE allocated to PK students by special education teachers
A question has been added to collect data on districts/schools operating a 4-day schedule.
Vista users will need to download new Citrix client software. See page 30 of this document.
New passwords were mailed to the districts in June 2008. If you are doing data entry in
September or October, remember to add SO to the end of the core password.

*hhkkkikhkhkkikhkhkkikkhkkkhkkhhkkhkkhkkhkikkikikiik

Steps to Save You Time

Printing multiple reports at once
If you are a district and want to print any one report for all the schools in your district at once:

Log in using your district user name and password.

Make sure that the main menu lists your user level as District Level.

Select the Reports menu

Double-click the report you wish to print.

Choose Print at the top of the Preview pane.

The option will print the district level report (if one exists) and one report for each school in
the district.

Escaping from a page that is holding you captive:
If you are stuck on a page and can't make changes or exit, use the Esc key. This key will return
the form to its original (last saved) state and allow you to continue adding data or exit the form.

*hkhhhhkhkkkkhkhkhkihhhhkhkhkkhkhkhiiiix
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Getting Started

By this time you should have downloaded the Citrix software, and logged in. If you haven’t
logged into Citrix since June 1, 2007, or if you are a Vista user, you will need to upgrade your
Citrix software (see last section of this manual). After you log in and choose Annual Data
Collection from the menu, you will go straight to this screen.

e

m " o
0 PI Office of Public Instruclion

Annual Data Collection Program
The Annual Dsa Collection program provides o broad picture of Montana Schools
through the coflection of nonfiscal data.
Screen Test Youneed & screan resolution of at heast 000600 10 view the full scraans. |f
you can nob o & thn, rod lne all around s sceen, eset your msolubon. You can
alzo try adjusting the size of the viewing windows: 2ee the ADC manual for more detailed
inslrc i M nanithoer Hluhons woark, call the OF help desk
5 (DS}

anr {DISTRICT)

003003 ADC trsining will take place in six locstions sround the state during the ﬂ
f Sapt 101, 2006

continue Exit Program

This program will be used by a variety of entities, including school staff, district staff, special
education coops, county superintendents and OPI staff. Your access to various data and reports
depends on which type of entity you are. Based on your User Name, the program will limit your
access to just those areas of concern to you and the data you need to enter. Your User Level is
described on this screen; if you believe your User Level is incorrect, contact the Office of Public
Instruction at (406) 444-4050, choose option 1 and then option 2.

*hkkkkk
Be sure to read the Tip of the Day each time you log in. The OPI will be using this space to keep
you informed of any updates or changes to the system, as well as giving data entry tips and hints.

*khkkkk

Change your screen resolution

Some users have had problems viewing full screens in the past. If you cannot see the thin red line
all around this screen, you may need to adjust your resolution or viewing window. To change
your video resolution, right click on your desktop, choose Properties and select Settings. Move
the slider bar under “Screen Area” until a resolution of 800 x 600 (or larger) is displayed. Click
OK. You will be prompted to accept the new settings in the “Display Settings” dialog box. The
monitor will blank and display the new settings under the “Monitor Settings” dialog box. If you
do not click on the OK button at this point, your settings will be returned to normal after 15

seconds. If the video settings appear acceptable, click OK and your monitor resolution will be
reset.

To change the size of your viewing window: if you see these three buttons =100 in the upper
right-hand corner of the form, click on the middle button to maximize your window. If you see

these buttons , your window is already maximized.
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You can also increase or decrease the window size by moving your mouse over one of the
corners until you see a double-headed arrow. Click and hold while you drag the corner. This will
only change the size of the current window.

Select your County, System, District, Coop or School

The Select Your County, System, District, Coop or School form will be your next screen. Based
on your User Name, you will be able to select different entities to work with. If you are logged in
as a county, system or district, you will be able to see and edit all the data from all the entities
below you in your hierarchy.

Gelect Your County, District, System, Coop or School

Sele-*\'our County, District, System, Coop or School

Step #1: Select a School or District Below: ‘// Step #: Select a Schoal or District Below \/

Step #2: Click on the Get Started button to work with your selection --= Step #2: Click on the Get Started button to wark with your selection -->

*fou can return to this screen at any time by pressing the Select button. Get Started ‘You can return to this screen at any time by pressing the Select button Get Started

Working with All Schools in the County. Woarking at the District Level with District Wide Data.

School Year: IQDDBQDDS M Codes; School Year: |2DDB-2DDB vI Codes:
County: |Fergus = IH =l County: |Eeaverhead Bl |D1 =l
System or Coop: [EENECIERUEISILE | I% Bl System or Coop: |Lima 1-12 Schools Bl |EIQEIQ =l
Legal Entity: [ All Legal Entities sl Legal Entity:  [Lima K-12 Schools o] pooE o]
School: [ Al Schaols =l [ | School: [m =l [ B

This SR shows you wehat 59|90ti°”_ options are curremly et ar_wd are ha_sed an your This screen shows you what selection options are currently set and are based on your

user id. You can modify any of the white fields. Selections here will deterrnine what user id. Yau can modify any of the white fields. Selections here will determine what

farms and reports as well as data you can work with forms and reports as well as data you can work with

frmSetGlobalDefaulks Frm3etGlobalbefaults

You will only be able to make changes to the fields that are active (white). The grayed-out fields
are inactive and not available to your level of user.

Select the county, district or school you would like to work with by scrolling through the
dropdown lists, or start typing and the program will auto fill for you. If your User Level is for a
school or a special education coop, you will not be able to modify anything on this screen.

Note: Whenever you see the Select icon EI on a screen, you can click on it to return to this
screen and check or modify your choices.

Click Get Started when your selections are complete.
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Annual Data Collection Main Menu

See
instructions on
previous page
to select the
correct entity.

User Manual

Click to
Elect

B Data Entry

Choose a task
here to see the

B |Repors

tannual Data Co
20082009
IC="| Mineral (co 31)

Alberton K-12 Schools (S5 0687)
Alberton K-12 Schools (LE 0577) Program
= Alherton High School (SC 0766) School Level ¢

Exzt

Click to exit program.

Ly

READY FOR DATA ENTRY

Select & button on the 1eft, then double click an option below

EMTERED BY EVERYONE =

1 - Organization Setup

2 - Setup Periods/FTE Mames <

This is your selected
User Level.

3 - Staff Assignrments

EMTERED AT SCHOOL LEVEL
- accreditation Data

Double click on a
menu item to begin

related menu.

entering data.

- PIR Days and School Start and End Dates
- &lternative Education Programs
- Indian Education

" Technolay Uss Repert = Single click on a menu

RIS

Setup and confirm general information for District or School < |tem to see |tS
Enter general units of time for schools. . .
description here.

FrmSwitchBoard

The identity of the school, district, or coop you are working with is shown in the upper left hand
corner of the Main Menu and all other forms. Your selection is based on your User Name. For
example, a district level user can select to see information for the district as well as each school.
Whatever choice the district level user had made appears here. In the above example, a district
level user is looking at the data for one school in the district, hence the highlight on School
Level. Pay attention to the highlighted User Level shown on the Main Menu. Some menu items
can only be completed at certain User Levels.

Choose an option from the buttons on the left side of the screen. When you choose an option, the
associated menu items will appear in the white screen. Single click on any menu item to view the
item's description under the white box. Depending on the type of entity you are, you may see
more or fewer buttons and/or menu items.

Since you will be doing data entry, make sure the Data Entry button is selected. You can see the
various data entry items available to you in the white box.

Each time you complete a task and click the Exit button at the top right-hand corner of that
screen, you will be returned to this Main Menu where you can choose your next task or exit the
program.

Data Entry

The items in the Data Entry menu are numbered in the order you should select them. There are
12 data entry menu items; organized by user level. Complete all the data entry items that apply to
your level of user. For all data entry, type in your answers or select from the dropdown lists. You
can move from field to field on any screen by using the Tab key or the Enter key, or use your
mouse to click on a field. If you make a mistake or get stuck in a form, try using the Esc key.
The Esc key will undo your last change and return the page to its previous state. From there, you
can either correct your mistake or exit the form.
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Previewing or Printing a Report

When you have completed filling out any form, click on the Preview Report button B inthe

upper right corner to view a report. When the report is complete to your satisfaction, print a copy
for your records. You can save any report as a PDF file to your C: drive and print from there,
rather than trying to print from the OPI Citrix server. This also gives you a permanent electronic
copy of each report. See instructions in the next section. Close the report by clicking Close. You
also have the option to print any report by choosing the Reports button on the main menu and
then selecting the desired report from the list.

Save as PDF
When you click on the Preview Report button at the top of any report, you will see this message:

Print Message

The repart will be saved as a POF on your C: drive in a folder called OP|
Reports. Saving reports as PDF is faster and provides you with a
permanent electronic copy that you can print locally or email. These
reports are accessible by toggling your screen from IRIS to your explorer
window and apening the CAOP| Reports folder,

The speed for saving to disk is a function of the speed of your modern.
E6K modems are slower that DSL, Cable, T1, or Fiber intemet
connections.

If wou must print directly, select the Print button, otherwise press Ok
.

Print | Cancel |

frmPrinthd eszage

The best way to print reports is to choose OK - Save As PDF. This option creates a PDF of the
report and saves it to your C: drive in a folder called OPI Reports.

You can then open and print these PDF reports from your own computer, without being logged
into IRIS.

This option gives you a permanent electronic copy of your data, and it is much quicker than
printing from the OPI Citrix server.

To print the report while logged in to IRIS, click on the Print icon.

This option may be slower and you will not get a permanent electronic copy of your reports.
To close the report without printing it, click Cancel and choose the Close icon at the top.
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ICA Client File Security x|

A zerver application is trying to access your
local client files.

‘what access shauld be allowed?

" Mohccess
" Read Access
i Full fooess

Do you want to be azked again?

i Alwaps ask me once per connhection

+ Mever ask me again for this application

1~ Mever ask me again for any application

0K I Cance

User Manual

If you see this message the first
time you try to print, choose
Full Access for question one
and answer question two
however you prefer.

This gives the Citrix server the
right to create a folder on your
C: drive called OPI Reports.

1 - Organization Setup — To be completed by everyone.

=

w

o

2007 2008
IC=7| Teton (CO 50)
Dutton/Brady K-12 Schools (55 1072)
Select Dutton/Brady K-12 Schools (LE 1235)
- Dutton/Brady Elementary (SC 1156)

Click to

8 ¢

I School: Dutton/Brady Elementary

Status of Processing for this Organization: Iﬁeady For Data Entry j

i

passing time, unstructured recess, or lunch.

Full Days: Partial Days:

Minutes per day of passing time.

Days per year of pupil instruction.

Full Days: Partial Days:

Instructional Program Offered:  |Elementary Program (EL) j

Enter this school's Agaregate Hours per year for meeting Accreditation Standards

Minutes per day of pupil instruction or administrative activity. Do not include
I i}

- [
I il

Calculated agoregate hours per year for meeting Accreditation Standards. I

MNotes:

Enter your school’s total Aggregate Hours per year.

Enter the number of minutes of pupil instruction time in a full day and the number of
minutes in an average partial day.
Enter the minutes per day of passing time for a full day and for an average partial day.
Enter the number of full days and partial days of pupil instruction for the 2008-2009
school year.
The blue box will be automatically computed.

Use the white box at the bottom of the page for any notes or explanation you feel would
be helpful.

If you are entering data as a district, your number of minutes per day and days per year should
reflect the assignments of the people with district level job codes.
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2 - Set Up Period/FTE Names - to be completed for every level where staff assignments
will be entered.

The program will use a naming wizard to name your FTE units for you, using information that
you provide. Once you have correctly entered your time units, the OPI will be able to calculate
each person’s FTE accurately.

FTE or full-time equivalent refers to the number of hours of work normally required in a full-
time position. An FTE Unit is a portion of a full-time position dedicated to a specific job
assignment. For example, a full-time principal would be assigned 1.000 FTE. If you have a
person who acts as school counselor for ¥ of the day and librarian % of the day, that person
would be assigned 0.750 FTE for the school counselor job code and 0.250 FTE for the librarian
job code. For a departmentalized teaching staff (i.e., Junior High, 7-8 schools, Middle Schools,
and High Schools), you will need to define a time unit for each period of the day. You must
create an FTE unit for P-1, P-2, P-3, etc. We need to collect grade low, grade high and student
load for each period of the day, so a full-time high school English teacher cannot be assigned
1.000 FTE.

Your organization’s data from the previous school year will be rolled forward, so you will not
have to re-enter time units each year. Carefully check each existing unit to make sure it is an
accurate reflection of your current school day. If not, you can modify the unit or create a new
unit that more clearly describes the time segment. You won’t be able to delete a Period/FTE
Name as long as it has been assigned to a current teacher record.

Period/Fte Names for Drganization

Bridger High School g+ | ﬂ
FTE is the "full-time equivalent” which is the number of hours of
work normally required in a fulltime position.
Period/FTE Name FTE
» 0.429
% 0.500 FTE 0.500
P-1 0.143
P-2 0.143
P-3 0.143
P-3 A 0.072
P-3B 0.071
frriFtel it ‘Winrk with Selection | Add a Mew PeriodiFTE | Delete Selection |

il

To modify an existing time unit, select it and click Work with Selection, or double click on the
time unit. To add or delete FTE units, choose the appropriate button.
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Using the Naming Wizard to create Period/FTE Names

periog/rieramepeta ]|
Dillon Middle School

Naming Wizard
Follow the steps to create uniform names for vour FTE units. From the choices, select
the 'Best’ description for this particular unit,
1. 2. il
Select Percentage or Eniter the days this period Select & Session Type:
Period, You will be meets, (in day order), Y will e prompted for
prompted for period exarmples: MIWRE = mests & session nurmbier, (Except
number, every day, TR = meets Tue fiar yearly)
and Thur, & = & days etz )
Fercentage F T JNRA (N RRIREG [reary K|

FTE or Period Description FTE

Save And Exit | Exit wwithout Saving | Click Here to Calculate FTE. |

frmFrelnitUpdate

Choose whether this time unit will be described as a Percentage or as a Period:

If you choose Percentage FTE:

Step 1 - Enter the decimal equivalent for this assignment in the FTE field. The wizard will name
the FTE unit to match the decimal you entered and display it in the blue box.

Step 2 - Click on Save and Exit to return to the previous screen.

If you choose Period:
Step 1 - You will be prompted to enter a number for the period. Click OK or press Enter.

Step 2 - Indicate which days of the week this period meets by typing in the initial letters for the
days. Use R for Thursday. If you have A and B days, type A or B. Press Tab or Enter.

Step 3 - Choose which term this period meets. If you choose Semester, Trimester, Quarter or
Other you will be prompted to input a number for the term. Click OK or press Enter. The wizard
will name your unit based on your answers to the above steps and display the name in the blue
box at the bottom of the screen.

Step 4 - In the white FTE box, enter the decimal equivalent for this period. For example, if your
school day has 8 periods that meet daily all year, the decimal equivalent for each period would
be 0.125. For a class that meets daily for one semester, the decimal equivalent would be 0.063.
For help in calculating FTE, click on Click Here to Calculate FTE in the bottom right corner of
the form. See instructions below.

Using the FTE Calculator:

\\OpihInnttst3\access\TST\AnnualDataCollection\Documentation\2009FormsManuals\ADCManual2009.doc
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You can calculate FTE for any unit by entering the
aestatant in v ruoate Enler ne sohoots ol ses ang dape e il ber of minutes per dayv and davs per vear for
} dent?mmalér F}rheas Emer,‘lheEF';E ;!x W\R shluwfllzel cnrretcl dec\dmda\y i num e 'O . u p y y p y
Uag this section if you are calculating percentage FTE, FTE for a block schedule or FTE for | ] that perIOd I n the numerato_r.
L e g I s ooy« [— s 7w Type your school’s to_tal minutes per day and days
L TP e et o it Por Dy x| D Bt per year in the denominator and press Enter; the
Example: 0125 FTE = 45 Minutes Per Day x 180 Days Per Year CaICUIator WI II Compute the FTE for yOU . Type that
360 Instructional Minutes Per Day x 180 Days Per Vear deCi mal in the Wh ite FTE bOX On the previous
For a daily schedule where the periods are equal in length and meet all year long, enter one (17 in Screen .
the numerator and total periods in the denominator. Press Enter to calculate FTE for each period.
_ l_ Period(s) Per Day <
T T uaipatos e st To figure FTE if all your periods are the same
O i 1 Pertd(e) P Day length and meet daily all year, use the bottom half
E Total Periods in Teaching Day (including Prep) .
of the screen. Enter one in the numerator and your

total periods in the denominator; press Enter to
calculate the FTE for all periods. Type that decimal
in the white FTE box on the previous screen.

Step 5 - Choose Save and Exit to save this FTE unit and return to the previous screen. If you
change your mind and don’t want to save your changes, select Exit without Saving. The original
data will be restored and you will return to the previous screen.

3 - Staff Assignments — Coop Level, District Level, and School Level

Entering District Level Staff Assignments

You must be logged in as a county or district and your User Level shown on the Main Menu
must say District Level. You should only enter staff with District Level Assignment Job Codes
as shown on the job code list. The first column of the Assignment Summary Screen (see below)
lists the level of the job assignment for each person.

Entering School Level Staff Assignments

The Main Menu must indicate that you are doing data entry at the School Level. If you are
logged on as an entity other than a school, click on the Click to Select button in the upper left
hand corner of the Main Menu and choose the school for which you will be doing data entry.
You should only enter staff with School Level Job Assignment Codes as shown on the job code
list. The first column of the Assignment Summary Screen (see below) lists the level of the job
assignment for each person.

Entering Instructional Paraprofessionals

Instructional paraprofessionals will be reported on the School Level Personnel Form. All
instructional paraprofessionals currently reported in the ADC and any newly added instructional
paraprofessionals must reflect highly qualified status, if they qualify. Highly Qualified means
they have either: two or more years of higher education, an associate's (or higher) degree, or
academic assessment. Federal reporting requirements for 2007-08 include the reporting of these
data. Highly qualified status can be added to the personnel record for an instructional
paraprofessional by choosing Work With Person and then Update Person. The highly qualified
status types are listed on the License Type pull-down menu.
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Any instructional paraprofessionals who are paid with Title | funds should have a job code of
PP02, and those paid with Special Education funds should have a job code of SE25.

Data entry for instructional paraprofessionals is the same as for any other staff. Paraprofessionals
are in the personnel database if they have worked as a paraprofessional in the past five years. If
they are not already on the list, you will need to add these people to this list before you can
assign them job codes and FTE. Be careful not to add a person who is already in the list. See the
section titled Add a New Person Not Found in List.

Entering School or District Special Education Staff

Schools and districts must report all special education personnel contracted with or employed by
the district to provide special education and related services to students with disabilities. See list
of Special Education Job Assignment Codes in the Reports section on the Main Menu or at
http://www.opi.mt.gov/ADC/index.html.

If an employee is not assigned to a specific school the school district must either prorate the
employee's time to individual schools in which the students the employee works with are
enrolled, or choose one school under which to report the employee. An example of this type of
employee might be a speech-language pathologist who has no ties to one specific school and
provides speech services to students living throughout the district.

School districts that are members of a special education cooperative do not report personnel
employed by the cooperative who provide services to the school district.

When reporting school psychologists, school counselors, school nurses, and social workers the
FTE count must reflect the time employed to work with all students and the time employed to
work with students with disabilities. The job codes should reflect this breakout.

NEW FOR 2008-2009: For teachers with a special education class assignment that includes PK,
the staff assignment must reflect the percent of time that is spent with PK students. Calculate the
percentage based on the number of PK students divided by the total students in the class.

NOTE: For personnel who are paid from more than one federal program, the FTE must reflect
as accurately as possible the time spent in each program. Example: The FTE units for a teacher
whose salary is paid from special education and Title I should be broken out to reflect the salary
breakout.

NOTE: Personnel reported under the job code of Special Education Instructional
Paraprofessional (SE25, or SE26 for itinerant) are individuals who provide assistance with
classroom instruction and must comply with the No Child Left Behind requirements for
Instructional Paraprofessionals. Highly qualified status must be addressed. See section on
Entering Instructional Paraprofessionals for more specific instructions.

NOTE: If one of the general job codes listed below for special education is used, an additional
description of the job duties must be included in the text field titled "Additional Job

Description.”
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Other Professional Staff, Special Education (SE31 or SE32 for Itinerant)
Other Non-Professional Staff, Special Education (SE19 or SE20 for Itinerant)

Entering Special Education Cooperative Personnel

Each cooperative must report all special education personnel employed and/or contracted to
provide special education services. Itinerant personnel must be marked with appropriate job
codes. An itinerant employee is one whose job requires working with or serving children in more
than one school district and requires travel. Each special education job code will specify itinerant
or not. Example: There is a job code for school psychologist — special education [SP24] and a job
code for itinerant school psychologist [SP25]. Refer to the list of special education job codes for
cooperative personnel.

If you need further assistance with entering special education personnel, call the OPI Help Line
at (406) 444-4050; choose option 2.
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Assignment Summary Screen

The Assignment Summary screen has been pre-filled with staff names from last year. From this
screen, you will delete names of staff no longer at this organization, add new staff members and
modify the assignments of continuing staff members.

—

Preview Assignment Summary Report.

iy L=
LY DutonBrody K.12 Sehools (LE 1236 o
Dutton/Hrady Elementary (SC 1156) FIL Student Ho.of Assign.
. RS When one employee is taking over
[ el briienisansuncai e el another’s assignments, you might save time
I 1% Ottty Tww aws by using the Transfer Assignments button.

School 1156 Llementary sproses 100 &
Bohood 1158 CullorvBrady Bementary
fschool 1156 DuttoruUnacty Llementary

You will still need to update grade levels
and student counts for each class
assignment. See next section for more
details.

Bohool 1158 CullorBrady Bementary
[ Jochan 1186 DuttorsBinady Fismentary
Bohool 1158 DullorBrady Bementary
schonl 1186 CuttorsBinady Eiementnry
School 1156 Duttornsdy Llementary Tescrer [T

L]

= o

g [
= 5 = S

=
T ke ke i
esmoeas«5esn=a

Yaork With Person mmmlwmm TIrnnater Assigrennnta - !
« =

To delete the name and assignments of anyone
who is no longer with your organization:
e Select that person’s record
e Click the Delete Person button at the
bottom of the form.
e You will be prompted to confirm your

Make any changes
to a continuing
staff person’s
assignments by
selecting that

For directions on

person and clicking
this button. See
directions on the
next page.

adding a new person,
refer to the Add New
Staff section of this
manual.

decision to delete. Click Yes if you are
sure that is what you want or No to
cancel the delete command.

e There is no Undo for this procedure.

You can sort the list on the Assignment Summary screen by using the toolbar in the upper left-
hand corner of your screen, or by right clicking on a column or selected item. Move your mouse
pointer on top of each icon to get a description.

Sort in alphabetical Al 7 Scroll through records

order based on selected M 4 » M N

column. i?-ivﬁ‘lf N individually, or fast forward and
L 1T T backward.
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Work with Person

Assiyrment Ly Peson

e — EE This screen lists gll the_assignments_for the
oo 0 ooneton e prp S0 St S selected person, including those assignments
% menrSan o Bem ¢ W8 ¢ # that are not at your organization. You may not
o doipsind Rt S o be able to edit assignments at other
o e T organizations.

cmszz

T FREETE This column shows which ones you can
e o — change.
Leowest Grade: ﬁ . R . .
- e To update information for this person, click
, : here and make the necessary corrections.
A Asvigrment | Deletn Assignment | Lipdnar Preann |L| -...-u:u-.| P .
T Choose Save and Exit to return to the
Assignment by Person screen. If you change
S t secti I New for 20082000 1 | Your mind, choose Exit without Saving; this
fere dn(ix_lsecnlon ; o o it ras onment | button removes the name, gender and race, but
or detal's o - isin an Alternative I'| License Type and License Info must be
adding and/or I Educati | physically deleted or they will be saved
- ucation program. .
editing staff . prod .
assignments. e [ e | ot |
Gender: l—;l
Race: l—;[
To delete an assignment for the Oualfictions E%EE’;E%‘Z;E%E?&TEZ’AI?E?:Siéé“!““i“f o ] et ]
selected staff person, select the | E =
record to be deleted and click _
here. You will be prompted to — 5

confirm your decision. Click OK
to continue or Cancel. There is

no Undo to this procedure. Additional Qualifications fields are for use with
licensed staff and paraprofessionals. See the
Add a New Person Not Found in List section
of this manual for information on using these
fields.

\\OpihInnttst3\access\TST\AnnualDataCollection\Documentation\2009FormsManuals\ADCManual2009.doc
Manual - 14



Annual Data Collection

Edit/Add Staff Assignments

User Manual

To edit an assignment for the selected staff person, double click the record to be edited. The
details of the selected assignment will fill in the bottom half of the screen. Make the necessary
changes and then click Save Work. To undo all changes you have made and return the record to
its original form, click Cancel. To make more changes/additions to this person’s assignments,
double click on the next record you would like to edit, or click Add a New Assignment.

White, Hon Hispanic Female N | =
ot Gradn Grada Student
Emr Sctusl e District Narres Canter D iplsn FIEUn®  FTE Low High  Losd
:ﬂ Vow School (TBA  Aleedon Hgh Schoal BN Erghshlonguage &dds P2 o125 8 W B
| Vow School 786 Aberton Hoh Susoat B0 FrgishLwgoge ls  Pd 0% 3 12w

0 10 12 4

viw School UM Aberion Hegh Scos FLO4 Sparush B4

— organization(s) that you have the right to

Step 1- Select the appropriate organization
for the assignment. You will only see the

edit.

| voe Shott GIEG Abenion bagh Schid L4 Sparish B o1 10 12
(7| ves School D7 Amerion MghStheal P fren P 3 12 o
Organization Name: [Albericn High Schocl (Schoal DT6E) =]
FTE Unat: [P-2- 0125 FTE . Poricxdt aed Jrme Linds |
Jeb Code: [ErE an " =] Ropon Teaching Assignments by Pariod W

Additignal Job O
™ This aesigne Allgmative Education assignment
Lowest Grade.
Hihest Grade:
Studant Load

1

| | o sommen

=l

Bl ) 7
White, Mon Hispanic
Famale
Job Grade Grade Student

[ 14 Schood of District Hama Goda Doscription FILunit  FIL Low Migh Loed
Mo Schid  DO0B Wy bwwes Schod FADY Musi: DXIFIE 022 K KT

Schoel D00 [ilon Mekdie Scheed BT Pap B3 oin & [

3

" [
Tou  Schodl KRS Don i Schid FALY Music ~3 LA F~3 T T E.
Vos Schodl U DN Medde Shodd FALY Wusks P4 oz o o o
Total FTE: D988
fanizi ion Middie School (SCHOOL (008 |
" = Click here to rods and Time Units |
ode 5
jonal
d

Step 2- Select the appropriate FTE Unit from
the dropdown list. If you need to add or edit
your FTE Units at this stage, select Click
here to Setup Periods and Time Units.

Step 3- Select the appropriate Job Code from
the dropdown list, or type in the Job Code if
you know it.

New for 2008-2009

. Step 4- If this is an Alternative Education
1 assionment, check this box.

juar Scheol or District Haene

] | oot armn aeon g seree
Meu Sehoal GG Abarion Hgh Schodl

ee School 0766 Alberton Migh Schod FLO4  Spanish 5

Jre Scheol G766 Alberion Migh School FLOS Spaneh ~r

jeu Soreod  O7ES  Alserion Hign School FT  Prep na

Prasnization Mame. [Alberton Hagh Schuel [Schoo 0765) |

TE Unit. [P2- 0125 FTE =] ik here o Sehup Periods and Eime Lints

o Code: [ENDT - Enghsh/Language Ats =l uW gnments by Period

'Whdtional Job Description:  [Enghish 10 |
™ This assignment is an Atemative Education assi

Lowesd Grade |9
Highest Grade: |10
Student Load: |5

pl

Step 5- Fill in Additional Job Description,

Lowest Grade, Highest Grade, and Student
Load. For Coops, the grade level fields are
not enabled.

Step 6- Click Save Work when you are
finished modifying or adding an assignment.
Click Cancel to undo the changes and return

the record to its original status.
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White, Non Hispanic Famals e
[ oty Grade Grade Student
(i ehool or Destrict Name Code Bescription FILUGA  FTL Low Migh Load
#] ¥es Scheol G765 Aberion School L0 Eemertary Seffcontmned(c1 000FTE 1000 4 4 []

Duganization Nama: [Albertan School (Schoal 0TE5) =]

FTE Unit: [TOO0FTE - (000 FTE =] Clok b o Sebus Pevints arsf Tvom Uit |
Job Gode: [SE02 - Special Fducation Tracher =l

Adddional Job Duserption, [

™ This assgnment is an Alternative Education sssignmert

User Manual

; New for 2008-2009

. For a Special Education teacher whose class
I includes PK students, you must indicate the
I percent of students in the class who are PK.

Wha percer of this asaigament i allotled 10 35 year oids? [ % <
Lowest Grade: [SH <]

Highest Grade [T =]

Student Loud.

| et s

Continue editing/adding assignments for this person using the buttons provided. When this
person’s record is complete, click the Exit button at the top of the form to return to the
Assignment Summary screen where you can choose the next person to work with or return to the
main menu. NOTE: If the general job code (OT — Other (Instructional)) is used, an additional
description of the job duties must be included in the text field titled "Additional Job

Description.”
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You can use this button on the Assignment Summary page to give a previous staff person’s
assignments to a new person without re-entering the assignments for the replacement person.

Du ey K12 Schooks (55 1072)
ey Dutton/Brady K12 Schoods [LE 1235
[ Elumnntary (SC 1156)

Transfer Assignments

Use thiz screen to transfer assignments from one person to anather. This festure sliowes one to move
one person's assigniments to another person. Al assignments for the selected person and schoal o
district are moved from the old person ta the new:

il

hlove sssignments from: |Ha||inan‘ Willizm J |

o [ | @

Tranzter Assignments to Mew Person |

frm&ssignment Transfer

1. Select the former employee’s
name on the Assignment Summary
Screen and click Transfer

Assignments.

2. Click Select a Person

Find a Person
Use thiz screento find cerified or nonceified staff. If the statf member can not be found, please add
them as neve. Check first. Do not add & statf member if they are already present in the list. If you search
by 33N, erter SSN with no "-".

ﬂd

3. Use the search features

Search By ILast Name [ ke IGardner

described in Add Person to find

& | I
<= e 1

FoliolD Hame Gender Race

the new employee name.

T2471 Gardner, Joseph C
T2060 Gardner, Krisfila K
68209 Gardner, Lings.)
F1989 Gardner, Lincas)
72929 Gardner, Linds Kay
65581 Gardner, Lucy
28350 Cardner, Maryjo

Female
Femals WHTE

LIRS

Female

Female

| -

Wiork with Selected Person Add & Mewy Person Mot Found in List |

frmdzsignmentPersanFind

4. Click Work with Person.

Transfer Assignments

Use this screen to transfer assignments from one person to ancther. This feature allows one to move
one person's assignments to another person. All assignments for the selected person and school or
district are moved from the old person to the new.

Move sssignments from:  [Halinan, Willam J |

ol

tor [Gardner, Linda Ky e s paraan |

Transfer Assignments to New Person I‘

5. That command returns you to
this screen. The new person’s name
appears in the to: field.

6. Click Transfer Assignments to

|

frmassignment Transter

New Person

Complete the kransfer of assignments?

Confirmation Message

Yes | Mo |

7. Click Yes to continue or
No to cancel the transfer.

The new person’s name will now be selected on the Assignment Summary page. Click Work
with Person; follow instructions for that section to update student loads and grades low and high

for each class assignment.

\\OpihInnttst3\access\TST\AnnualDataCollection\Documentation\2009FormsManuals\ADCManual2009.doc
Manual - 17




Annual Data Collection

Add New Staff

To add a new name to your staff Assignment Summary list, choose Add Person. You will see
this screen.

1. Search by

|8.St name, fOl I 0 S5N with no hyphens or spaces

number, SSN or & Last Name

Search for certified or non-certified staff already in the system. f a person is not in this " -5kt beieiahietah e H
list, choose Add a Mew Person. Check carefully before adding a name to the list. Enter e : :

User Manual

: This list contains the

: names of all licensed

" Folio Mumber is like [

LICenSe number > © Social Security Mumber

Pick one.

€ License Nurber /

g | i educators in the state of
: Montana.

FoliolD Name Gender

Race

2. Type in the last
name, folio number or
SSN you wish to sort
by. Then click Find.
You will get a list of
matches to your search

criteria.

‘wiork with Selected Person | Add & New Person Mot Found in L |

i Paraprofessionals and

i non-licensed special Ed
i staff who worked in the
{ state last year are also in
i the list.

3. When you find the name on the list,
select it and choose this button to add
assignments for that person.

4. If the name you want is not on this
list, click here. Do NOT click here
unless you are certain the name is not
in the list. Check different spellings,
search by SSN, folio number, etc.

To search for a staff person in the list, a filter can be set to find the person by last name, social
security number or folio number. Because names can change and spellings can differ, you will
do better to sort by folio number or social security number whenever possible.

Choose the button for the detail you are searching by, type the detail you wish to match, and
click Find to see a list of names that meet your criteria.

For example, you want to find John Doe but you do not know his folio or social security number.
Choose the Last Name option. Type ‘Doe’ and click the Find button. You will get a list of all
certified individuals with the last name of Doe. The list also includes licensed and non certified
people who have worked in the state in the past four years. Choose the appropriate one and click
Work with Selected Person to begin entering assignments.

Note: If you have a new staff member who taught at another Montana school last year, the
FTE from his/her previous assignment will still be attached to that person’s record until the
previous school district goes into this program and deletes it. You may get a message box
telling you the person is over 1.00 FTE and asking if you want to fix the problem. As long

as the person has 1.00 FTE or less at your school, you can ignore this warning. The issue
will be resolved when all the data entry for the state is complete.
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Add a New Person Not Found in List

Only choose this option if the person you want to add does not appear in the previous list. You
will not be able to add a folio number on this screen. If the person has a folio number, they
should have been in the list on the previous screen. Do not add a person here if he/she has a folio
number.

FoliolD: I 1]

First Name: | Middle: | Last: |

Gender: IFemaIe 'I

Race: IWhite, Mon-Hispanic j

Additional Enter a partial name, click find ta narrow the list. Find | Reset |

Qualifications: Reset sets the list back ko ALL Licenses, I
License Type License Info

o =1 x|
Physical Therapist -
Speech-Language Pathologist
. Psychologist ing |
iméssigrmentPersanps w0 or mare Years of Higher Ed

Associate Degres
Academic Assessment
Bachelor Degree

Licensed Professional Counselar

Adding Licensed Professionals and Highly Qualified Paraprofessionals
If you are entering non-certified staff, either for a school or for a coop, you need to include the
type of additional qualifications for the staff person and the license number, if any.
Paraprofessional:
e Type name, gender and race
e Select the appropriate additional qualifications from the License Type drop down list.
Licensed professional:
e Select License Type
e Use the Find box to filter the names in the License Info dropdown list.
e Choose the name and license number from the License Info dropdown list which is in
alphabetical order by last name.
e The Gender and Race fields are pre-filled with default values; you must change those if
they are not correct.
e The OPI does not require license information for accreditation purposes. However,
NCLB requires that instructional paraprofessionals meet certain educational criteria.
e Some licensed professionals qualify for quality educator payments. In those cases, the
license number from the License Info dropdown list must be selected before payment
applies.

When finished, click Save and Exit. The person’s name should now appear in the previous list.
Select the name from the list and choose Work with Person to add assignments for this person.

The Exit without Saving button removes the name, gender and race, but License Type and
License Info must be physically deleted or they will be saved even if you choose Exit without

Saving.
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Updating existing Licensed Professionals and Highly Qualified Paraprofessionals

e For a person who was already on the list, but needs updated qualifications or a license
number, select Work With Person and then Update Person. This same box will open, but
will be pre-filled with the person's name and current information.

e Follow the instructions above to locate the person's license number or other
qualifications.

e The name of the licensee from the license number registry will overwrite any name
already entered.

If you need further assistance with personnel assignments, call the OPI Help Line at (406) 444-
4050; choose option 7.

4 - Accreditation Data - School Level

=10l x|

— | 2008.2009 f . - - -
R “/ =] |1 Click on each tab to view the questions
Setect  Alberion K12 Schools {LE 0577} - -

. lm-mlmsmurlﬁfﬂlm | + . on it, or click on Next at the bottom of
B1.2 |B35 |BBE? |BBS |B1013YB14 [+ [}
.thezaor-znonl.sd\:m.wza.:. ha&we:e:ﬂsflﬁnsbear;eolreel!d.*ortm school? 'I the screen to move through the pages'

A If previously noted for
i Thiy gl

I, prencke thes e plianation o a g

You must answer all the questions on
all pages of this form.

The questions on this form change from
year to year, so be sure to read carefully
before answering.

There are nine page tabs for Accreditation Data. For each general question, you may respond
with either a Yes or No. Type your answer in the appropriate space or choose from the dropdown
list. Each general question has additional questions for further clarification. Type your answer in
the space provided or select the checkbox when appropriate.

Do not include information about alternative education program sites when answering questions
on Tab C about off-site locations. Alternative education program information is collected on a
separate form.

You can move through the form by pressing the Tab key or clicking the Next button. If you
want to go to a specific page, click on the page tabs located under your entity name.

Alternative Standards approved by BPE will be listed on Tab Il. You will not be able to amend
the Approved Variances or Alternative Standards. Applications for Alternative Standards must
be sent to the OPI for BPE approval. If you have any questions about the information that
appears on Tab Il, please contact the Office of Public Instruction at (406) 444-4050 and select
option 7.
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5 — PIR Data and School Start and End Dates - School Level

orm i
20072008
EE: Teton (CO 50) i} e
o DuttoniBrady K42 Schools (SS 1072)
zelect  Dutton/Brady K-12 Schools (LE 1235)
- Dutton/Brady Elementary (SC 1156) -
actvity Codes Toras When you click on one of these
FD elapment (18 hours, In o less than 2-hour blocks) (ARM 10.55.714) 0 Click for More - -
HEe S N ¢ i 411 buttons, a popup box will open with
S0 = Staff o6 held prior to student attendance and in no less than 2-hour blocks) — __ 0| cjick 10 See Examﬁ H H
a | iekicSee Srfh | more information. To close the
Please provide the following information for the school year beginning July 1 for the year 2007-2008 H o H H
1. First day pupils attend school: [ | popup, CI |Ck the EX|t ICON IN Its
2. Last day pupils attend school H
3. Does your district have a professional develapment committee? (AR 10 55 714(3)) - u pper rlg ht corner.
Date Activity Code PIR Activity Description PIR Hours CD"EK I‘U CE:‘D!'T:ES‘E PIR
L— £ [0 | Corpdimmen

frmPIR

Enter the first and last days of school for pupils.
You must answer the professional development committee question.
Enter each PIR day of your calendar on a separate row.
Each PIR entry needs a date, an Activity Code (choose from the list), a brief description of the
activity and the number of PIR hours for that activity.
Example: 10/18/08 PD  Speaker: Mainstreaming in Math classes 6
If you have two or more different Activity codes for the same date, enter each activity on a
separate row.
Example: 08/25/08 SO  New staff orientation 3
08/25/08 PD  Planning for the new CRT 3
To remove a PIR day, select that date and click the red X at the end of the row.

If you are doing the data entry for all schools in your district, and the PIR dates are the same for
all of them, you can avoid duplicate data entry. Enter the PIR dates for one school in the district,
then select Click to copy these PIR days to all schools in the district. Click Yes at the prompt;
you will get a message box when the process is complete.

Viewing More Instructions or an Example

Click on one of the buttons to the right of the Activity Codes box to view instructions or an
example on the screen. Use the Exit icon in the upper right corner to close the Instruction or
Example box. For questions about PIR reporting, call (406) 444-4050 and select option 7.

\\OpihInnttst3\access\TST\AnnualDataCollection\Documentation\2009FormsManuals\ADCManual2009.doc
Manual - 21



Annual Data Collection User Manual

6 — Alternative Education Programs - School Level

ES Alternative Education Pragrams B J =[S

2007 2008
= Teton (CO 50) | e
Ciick 1o Dutton/Brady K-12 Schools (SS 1072)
select  Dutton/Brady K-12 Schools (LE 1235)

Dutton/Brady Elementary (SC 1136)

Questions 1 -5 | Questions - 7 | Questions 8-12

Purpose: The purpose of this data collection is to identify which districts operate alternative education
programs to serve at-risk students and gather identifying information abhout these programs. For OPI
reporting purposes, an alternative ion program is a “r P i to serve at-
risk students and operated within an accredited public school.

1. Does your district operate an altemnative education program to serve at-risk students?

2. Which choice below best describes where the students are served? |Nn1 applicable J
3. Do you modify graduation reguirements (as provided in ARM 10.55.906 (3) & (4))

for the students served in this program?

4. Do you modify attendance requirements for the students served in this program?

personnel job codes ARDT (At-Risk) or OT (Other) to describe any of the personnel
working in the altemative education program? OT (Other)

Mo~

Mo~
5. When reporting personnel agsignments for the Annual Data Collection, do you use ARDT {AERizk) lw

Mo -

Next

frmAltEdPrograms

If your school operates an alternative education program for at-risk students, you must answer all
twelve questions on this form.

If the answer to question 1 is No, you will not see the rest of the questions.

Choose your answer from the dropdown lists, when available.

Use the Tab or Enter keys to move through the fields, or use your mouse to select the next
question or tab.

If you need further assistance with this form, call the OPI Help Line at (406) 444-4050; choose
option 7.

7 — Indian Education For All - School Level

The text of the law has been included on the first page of this form for your convenience.

Use the Tab or Enter keys to move through the fields, or use your mouse to select the next
question or tab. Choose your answer from the dropdown lists, when available. For questions F,
G, I, Kand L if you choose No or None, all the other answers for that question will be hidden.
If you need further assistance with this form, call the OPI Help Line at (406) 444-4050; choose
option 4.

sucati -]

| | 20020 |
E5 Lake (00 24) Bf®
Gk 1 Swan Lake Salman Elom (S5 0610)

Sebect  Swan Lake Salmon Elam (LE 0486)

Salmon Prairie School (ST 0645)

Law [ Board Palicy | Teacher Knowdadgs | Cumiculum And Instruction | Professional Developmant | Neads | Funding | Studart Achisvemant |

Purpose: This annual repon will pravide the Office of Public Instruction with infermation on school and
district efforts 1o Implament the requiremaonts of MCA 20.1.501, Indian Education For All, and assist the
0PI in planning for future stafl development and technical assistance delivery options across the state.
Each fall a summary of this report will be made available on the 0PI website upon completion of the
Annual Data Collection submission and anabysis cycle,

A Does your digtnict have a board-approved policy about implementing Indian Education far Al -
per ARM 10 55,701 @E)m)?

B Have your school board members received trainng regarding Indian i |
Education for All in the past year?

C. Has your gamanistratons) recemed 1raining regarding Indian Education for Al in !
the past yea?

Lo |
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8 — Technology Use Report - School Level

2008-2009
05| Lake (cO 24) B
Click to_wan Lake-Salmon Elem (S$ 0610)
select  Swan Lake-Salmon Elem (LE 0486)

Salmon Prairie School (SC 0649)
Purpose: This annual report will provide the Office of Public ion with the i ion for Federal reporting
requirements and assist the OPI in planning for future staff development and technical assistance delivery options across the

state. Please provide accurate and unduplicated counts for the specific school you are reporting on. Duplicated counts may
i impact funding or program eligibility.

Federal reporting requirements requirs that OPI report the number of computers per school, OPI recognizes that computers ars used across grade

levels and Districts. However, some determinations must be made by the district as to how to report the computers. Possible ways ko determine

how ko report shared computers are:

1. Determine the number of computers per school using a percentage of use Formuia, OF

2. Divide the total number of puters in the district evenly across the schools in that district. Or

3. Another method as deter:
e

locally.
gardless of the method ussd, do nat repart any one computer more than ance™ <

How rmany cormputers inyour school are used Howe rany computers inyour school are used

primarily by Students primarily by Teachers

For each get of computers listed shove (Student and Teacher), how many of them are
connected to the Internet by the following Connection Types?

Student Computer Internet Access Type. Teacher Computer Internet Access Type!
Dial Up Internet Access Dial Up Internet Access
High Speed (Broadband) Internet Access High Speed (Broadband) Internet Access
Mo Intemet Access Mo Intemet Access

YWhat is the prirmary (or only) way that computers inside the school -

building connectta the Internet?

Has the district fully integrated technology inta the district curriculum Mo =

through implementing the Montana Technology Content and
Ferformance Standards as of Decermber 31, 20067

firnT echnolagy

In some districts, computers are shared across more than one school, but Federal reporting
requires that the OPI report the number of computers per school. You will need to make a
determination as to how to report your computers so that each computer is only counted once.
Possible methods include:

1. Determine the number of computers per school using a percentage of use formula.

2. Divide the total number of computers in the district evenly across the schools in the

district.
3. Any other method that ensures each computer is only counted once within the district.

Enter the total number of computers primarily used by students at the school; then enter the
number of those student computers that have dial up, high speed or no internet access. Do the
same for the number of computers primarily used by teachers at the school. The sum of
computers with the three types of connections should equal the total number of student or teacher
computers you entered in the first question. Do not include in your counts any computers that are
exclusively for administrative use.

The next question is about how your computers access the internet; hardwired or wireless access.
If you have some of each, select the one that applies to most of your computers.

If you need further assistance with this form, call the OPI Help Line at (406) 444-4050; choose
option 5.
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9 — Personnel Recruitment and Retention Report- District Level

For the 2007-2008 hiring cycle, we want to know how many openings in each subject, support or

administrative area existed. Of those openings, indicate how many were created by retirement,
how difficult it was to fill each opening, and include any comments.

[T — . -lols
;%Ige@é‘,{inlm-mmmmm w Elil
ey LE o

Hiring Dificulty: [ =]

Commurts. [

Huenber Of Openings: [ 0 -

e ] . You must click on Save for
Clhck badow to adit existing tems: ﬂ !“—! H
o  — each record before going on
i e RO e [ to the next area in which you

had an opening.

We are also collecting information about the factors that influence people to leave positions.
Indicate to what extent each factor may have influenced the decisions.

(I T ———— .o

=101%]
Tl b 6w your Rocrtrt aved
Lake {C0 24) Rotution Rretrdhalooms e, || L0 |
Cion p Swan Lake Salmaon Elem (55 0610)
et Swan Lake Salmon Flam (LE DE06)
Al Schools (SC %)

Ta stan. seloct survay area bolow:

Influancod By [ |
Degrea of Influsnce [ =1
Commans I You must click on Save for
each record before going on
Chk w0 o i b — ],_mhi',z' to the next topic.
e o o
Support St fAdmarntratons Ul ey Meds sy sever sl gualfed spkcants 1 1
syt e i

If you need further assistance with this form, call the OPI Help Line at (406) 444-4050; choose
option 7.
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10 — Distance Learning Report - District Level

[ =101x
—| 2007 2008
I Lakn (00 24) B W
ek g0 wan Lake-Salmon Edem (55 0610)

ot Swan Lake Salmon Elom (LE D406)
All Schooks (SC %)

arw [Taoa | Tong| Tab g | Tav o | TanE |

Purpnas: Thi Msrmatian

ihe AR caszary |
ine, and Technology Delivired Leatning —

amnual mpsr will provide the Dffies of Publle instruesion with
o et thie reguiseme istance, Onl

Rovised M. 2004

1 D
progra

The text of the law has been included on the first tab for your convenience.

If the answer to question 1 on Tab A is Yes, you will need to answer the questions on Tabs B and
C. If the answer is No, Tabs B and C will be hidden; you will not need to complete them.

If the answer to question 6 on Tab D is Yes, you will need to complete Tab E. If the answer is
No, Tab E will be hidden; you will not need to complete it.

If you need further assistance with this form, call the OPI Help Line at (406) 444-4050; choose
option 7.

11 — Testing Coordinators - District Level

Test Coordinators

2007 -2008
= Lake (CO 24) [, | I
Cioh 1o Swan Lake-Salmon Elem (35 0610)

Select  Swan Lake-Salmon Elem (LE 0486)
All Schools (SC %)

Please enter the test coordinator for the district. This is the person responsible for the
ful ication, coordinati and administration of ide testing.

I | have reviewed and canfirmed ar corracted this information

First Mame E-rnail |

Last Name Fhone I I

Title ICounty Supetintendent

Postal Name Il[f%ke County Courthouse

Delivery Address ~ |106 Fourth Avenue East Mailing Address  [106 Fourth Avenue East
City  [Palson City |Polson
State |MT State [MT
Tip 59860-2187 Fip  |59860-2187

fimTestCoordinators

The form will be pre-filled with the information we currently have on file about your district
testing coordinator. If the information is incorrect, make any necessary changes. When the
information is correct and complete, check the box at the top indicating you have reviewed and
confirmed the information. If you make changes and then change your mind, use the Esc key to
return the form to its original state.

If you need further assistance with this form, call the OPI Help Line at (406) 444-4050; choose
option 3.
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12 — Dual Enrollment Opportunities

On each of the four tabs, check the box in front of any statement that is true for your district. If
you don't check True for question I, the boxes on the next three pages will be disabled and you
will not need to provide any other information. Checking True for question | enables the first
question on each of the subsequent pages. Depending in your answers to those questions, you

may need to provide more information. In that case, check all statements that are true for your
district.

—_| 20082009 .| zo08 2008
L) wineral (co 31) M| g ﬁ Mineral (€0 3) B | s I
= Altierion K 12 Schaols (5§ 0607} S Altrinn K.12 Schaoks (SS 0687)
S Mlberion K12 Schools (LE B577) Gaierr Albertun K12 Scheuks {LE 0577)
Al Schouls (S %) Al Sehools (5C )

(DS Enalifnant | Coliege Crdit | Dual Credit | Cancurrent Envolimant | Dl Envallmant  Celegs Crad | Cual Credd | Goneumant Envaliment |

P Ill Tha district peovides for “calloge credit anly” opp

Insshution but o rot receive tigh school

o Cusd crenle
mary o

ir coursecs e, from a post secondiry ntitution, Stideets

ng 1he schoal day

A day and they are taught by district high schaal

taecondary inslitutions. ivead in prading these colaga cradit ccly courses
e - s =i
coege codt for the courss completed.

F 1 The datnict provdes dual enroliment opperundies far high schael studants m the detnct. [check & tus)

T 1L The district hars boand-approved pokcy goweming dusl enmliment opportunties. (check if nug)

et o |

If you need further assistance with this form, call the OPI Help Line at (406) 444-4050; choose
option 6.

13 — Submit

The submittal process requires two steps. First, Preview Work Prior to Submittal and closely
inspect your preview report. The report will indicate if there are errors that need correction. If so,
leave this screen, correct the errors, and return to preview your work again. Once you are certain
of your work, submit it by clicking Submit Work. The program will not allow you to submit if
you have certain types of data missing. The preview report will list the missing pieces.

: i 2007 2008 L
Step 1: Preview your I e g
Work Sk to Swan Lake-Salmon Elem (SS 0610) —
) seiect  Swan Lake-Salmon Elem (LE 0486)
l =" All Schoals (SC %)

ubmitting district Swan Lake-Salmon Elem to Lake County.

No
v

Yes

y {Preview Work Prior to Submmalél
Step 2: Submit > s
your work. —

frrnS ubrrit

Close form, correct all errors or omissions then preview work again. -
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Once a user submits records, the ADC application restricts or inactivates the menu controls that
allow the user to further modify data. To change data after it has been submitted, the user must
contact the person to whom they submitted the work.

School users can change only their own school records and submit to their district user.
District users can change their own school and district records and submit to the county
superintendent.

County users can change school and district records for their counties, and submit to the OPI.
Special Education Coop users can change only their own special education coop records and
submit to the OPI.

Processing Status Data Can Be Modified By:
Ready for Data Entry All

Submitted to District Office District, County
Submitted to County Superintendent County

Submitted to the OPI OPI Staff

OPI Review OPI Staff

Ready for BPE Review ADC Administrators
Frozen ADC Administrators

Once you have submitted, the software will review your data for completeness and create a
Preliminary Accreditation Report, listing any deviations from the Montana Accreditation
Standards.

Preliminary Accreditation Report

This report is the only notification you will receive regarding your preliminary
accreditation status. The OPI will make the listed recommendation to the Board of Public
Education unless we hear from you by the deadline shown on the report. Please follow the
instructions on the report for contacting the OPI regarding identified deviations.

This report is automatically generated as soon as you have successfully submitted your data. You
can also access this report by going to the main menu and choosing the Reports button.
Preliminary Accreditation report is the second item in the Reports menu. Double click to preview
and print the report.
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Reports Menu

Annual Data Collection Main Menu

20072008 :
[[E”l Lake (CO 24) e
Swan Lake-Salmon Elem (S5 0610) Ext
Swan Lake-Salmon Elem (LE 0486) District Level Program

=% Al Schools (SC %)

READY FOR DATA ENTRY

Select & buthon on the left, then double click an option belaw
B |Data Entry

COMMON REFORTS -
I B8 Reports

Select Reports
from the task list
on the left.

1 - District Authaorized Signature and Check List
2 - Preliminary Accreditation Report

\ 4

REFORTS FOR THE PRESENT YEAR
3 - Organization Setup Report
4 - PIR Days and School Start and End Dates Data Report

Double click any

. . - - accreditation Data Repaor
item in the white {1 Foronrel b ey Form
Screen tO VleW that 7 - Digtrict Personnel Data Entry Form

& - School Personnel Data Entry Form

9 - Personnel Recruitment and Retention Renaort LI
report Returns this preliminary accreditation report only after the
data has been submitted

frmawitchBoard

When you have completed your data entry, you will need to print copies of each report for your
own records and to forward to your District office, and/or county superintendent. Do not send
paper copies of the reports to the OPI. You can save a copy of any report as a PDF as soon as
you complete it by clicking on the Preview Report button at the top of each form, or you can
choose any report from the Reports menu and save as a PDF at that time.

Double click on the report name to preview any listed report.
When you are ready to print the report, click on the Print icon at the top of the page to see this
message:

Print Message

The report will be saved as a PDF on your C: drive in a folder called OPI
Reports. Saving reports as PDF is faster and provides you with a
permanent electronic copy that you can print locally or email. These
reports are accessible by toggling your screen from IRIS to your explorer
window and opening the CAOPI Reponts folder.

The speed for saving to disk is a function of the speed of your modern.
A6k modems are slower that DS, Cable, T1, ar Fiber internet
connectians.

If you must print directly, select the Print button, otherwise press Ok
oW,

Prirt | Cancel |

frPrintt essage

The best way to print reports is to choose Ok - Save As PDF. This option creates a PDF of the
report and saves it to your C: drive in a folder called OPI Reports.

You can then open and print these PDF reports from your own computer, without being logged
in to IRIS.

This option gives you a permanent electronic copy of your data, and it is much quicker than
printing from the OPI Citrix server.

You can click on the Print icon to print the report while logged in to IRIS.

This option may be slower and you will not get a permanent electronic copy of your reports.
Click Cancel and choose the Close icon at the top to close the report without printing it.
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Exiting Annual Data Collection

When you have completed your work in the Annual Data Collection program, the proper way to
exit the program and leave the IRIS system is to click on the Exit Program button then click Yes
to confirm exit. This will properly close all windows and log you off IRIS. You can then click
the X box in the upper right hand corner to close your web browser.

Annual Data Collectio

2006-2007 |
IC5"| Beaverhead (O e

Lima K12 SchoSlllSiil S % Exit
Lima K-12 Scho Program

Lima High Sche ?/ Do you wank ko exit the program now? | | ayel
S

o £ tlo | click an option below
@ Data Entry ENTERED BY EVERYONE =
1 - Crganization Setup
B |Reports - odks/FTE Narmes

ENTERED AT SCHOOL LEVEL

- Accreditation Data

- PIR Days and School Start and End Dates

- Disaggregated Enrollment

- High School Completer Count from Last Year

- Student Dropout Count frarm Last Year

- Limited Enalish Proficient Student Count ﬂ
nter Specific Staff Information and Assignments.

Moo~ ook

Frm&wirchBoard

Thank You

Thank you for participating in the OPI’s electronic Annual Data Collection program. Your
comments and input are important to us as we continue to refine this process. Please send your
comments and suggestions to Madalyn Quinlan, mquinlan@mt.gov

*hhkkkhkhkhkkhkhkhkkhkhkhkkikhhkkhkhhkkhkkhhkkhhhkkhihkkhkihkikiikik
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Hardware and software requirements
The recommended system configuration to use Internet Explorer 6 Service Pack 1 (SP1) is

Microsoft Windows 2000, Windows Millennium Edition (Windows Me), or Microsoft Windows
NT® on a computer running with a Pentium 111 processor and 128 megabytes (MB) of RAM.

IBM
Microprocessor  Pentium 66 MHz minimum; Pentium I11 as recommended for a web
browser

Memory 32 MB of RAM minimum; 128 MB as recommended for a web

browser

Video VGA or SVGA as required for web browser (1)

Hard disk At least 13 MB free disk space available as required for a web

browser

Mouse As required for web browser

Citrix Client Required Installation — version 10.0 — Replaces all previous versions
Macintosh

Power Macintosh G4 or greater

Memory 8mb of Ram as required for a web browser

Operating System OS X 10.2 (Panther) operating system

Video Not applicable

Hard disk 40 GB hard drive

Mouse As required for web browser

Citrix Client Required Installation — version 10.0 —Replaces all previous versions

Note: A screen resolution of 800 x 600 or higher will provide you with the most efficient video
resolution. A resolution of 640 x 480 will not provide you with a good working environment. To
change your video resolution, right click on your desktop, go to Properties and select Settings.
Move the slider bar under “Screen Area” until a resolution of 800 x 600 or higher is displayed.
Click OK._You will be prompted to accept the new settings in the “Display Settings” dialog box.
The monitor will blank and display the new settings under the “Monitor Settings” dialog box. If
you do not click on the OK button at this point, your settings will be returned to normal after 15
seconds. If the video settings appear normal click OK and your monitor resolution will be reset.

If you experience difficulty getting to the OPI’s home page, try to reach another site like
www.yahoo.com or www.google.com. If you cannot reach either of these sites, your problem is
likely with your local Internet provider. Please give them a call. If you can reach other sites on
the Internet, but cannot reach the OPI site, call the OPI Help Desk at 406-444-4050.

Access to the Annual Data Collection is through the OPI home page at www.opi.mt.gov. At the
OPI home page, click on the tab located at the top of the screen titled IRIS. This link will take
you to the Internet Reporting and Information System Citrix Enterprise Portal.

If you have problems installing the Citrix software, please call the OPI Help Desk at 406-444-
4050, choose option 1 and then option 3.
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Logging in to IRIS

Citrix Setup

The log-in page gives options for using IRIS.

If you have never used a Citrix
application through our IRIS site
before:

Mac users choose IRIS Help and select
New lIris Clients for Macintosh! Follow

the instructions given there to install the

Windows users, click on Install Citrix
Clients. Follow instructions below.

Login I@ Welcome to the Citrix Enterprise Portal.
Uszer name: If you do not know your login info, please -
l— contact your agency help desk or system /
adminiz ol 5 /
Password: 7 CI Ient
Damain: How to use the Java CHY i =
STATE = anything on the computfir, m
= oy
Advance. d Gptions === |

If you haven’t updated your|Citrix client
software since June 1, 2007:
Click on Install Citric Clients and follow the

instructions below.

If you already have the Client installed
and updated, go back to page 4 — you
are ready to enter data.

Install Citrix Client

This version of the Citrix client snaps into the user's web browser utilizing Active-X. This is the primary
client for users to access State of Montana Citrix applications. If you are connecting to this web site via
a dial-up, please download the file and then install. If you have a high speed connection please install
dirg =

‘ Windows 2000/XP (ICAJ2web.msi - 5.64 MB) - Version 10, updated 06.01.07

Citrix web clients for other operating systems are unsupported by DOA ITSD but can be downloaded at
Citrix's web page. g
<

Click on Windows 2000/XP

I— ................. -

- Vista users: go to the Citrix

! web page to get the latest

Other Citrix Installs {(not common):

& A 1ava Citrix Client is also available. For more information about the Java Client, please contact the
ITSD Service Desk at (406) 444-2000 or 800-628-4917 or send email to servicedesk@mt.gov.

Back to Citrix Login

I version that is Vista
I compatible.

You will see a series of dialog boxes. Basically you want to Run or Open the file, not Save it.
Click Yes or OK to everything else. Once the setup is complete, close your browser and re-open

it to get started.

If you try to log in without the Citrix Client software installed, you will get this message.

Select the link below to install the ICA Client.

Citrix ICA WWeb Client for 32-bit Windows

Continue

You do not have the Citrix ICA Client {Activel) for 32-bit Windows installed on your system. You must install the ICA Client to launch the applications.
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Windows users, click on Citrix ICA Web Client for 32-bit Windows and continue as above.
Mac users, go back to the previous page, click on Iris Help and choose New Iris Clients for
Macintosh!

After Citrix client is installed

Congratulations! You have successfully connected to the OPI-CITRIX server and are ready to
begin your work.

Log in using the User Name and
password provided to you by the
Office of Public Instruction. Leave the
Ifyou do not know your ogin Domain at the default value. If you
Mﬁ cannot find your User Name and

agency help desk or system
ministrator,

T GF TR Welcome to the Citrix Enterprise Portal.

CITRIX Eyfearnise

L)

Username: ||

’ installCitix Clisnts password call the OPI Help Line at
R L (T SR (406) 444-4050, choose option 1 and

is now available! Please update — .
Loa sou Gt et 0 benefit fom then option 2. A replacement copy can
be mailed to the Authorized
Representative for the district.

itk (25D

£ o B 0,

O O &
Aa

WS Office  OPI hctive

In_House  Directory
Testing Users 8
Computers

= Choose the Annual Data
T Collection Icon.
& é
Maefairs Ming Web  OPI Travel
Page
=
Log Off
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The first time you use any Citrix application, you may see one or both of these boxes.

# / Select Full Access. The purpose of this
e st selection is to allow access to the Citrix client
M software that you have installed on your
S s computer. This also allows Citrix to create a
© Bt folder on your C: drive and copy PDF files of
Poseaento e hed st your reports to the folder.
 Always ask me onos per connection
 eve ok e asn oy gt Depending on whether you ever want to be
bothered with this message box, choose any of
ol the options under “Do you want to be asked
again?” Click OK.

User Name [ 7] x]

Please enter your full name and initials belaw, This / C I i Ck O K . D O n ’t type

information will be used in Office workgroup Features,

anything in either
field.

Annual Data Collection opening screen
If this is the next screen you see, you are ready to begin data entry.

OPI e | | Read the section on Screen
SR T Test; see the beginning of
Sk i ks e ottt g this manual for further

instructions if needed.

Check the Tip of the Day for
updates.

e . Click Continue to move on.
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